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Manager Self Service (MSS).
Quick Guide

& Manager logs on to the MSS Portal.
U Manager accesses leave request.
& Manager approves or rejects request.

& Employee is notified of approval or
rejection via ESS




Access the logon screen at: hitps://mybeacon.its.state.nc.us/

Type in your NCID and password (the password will need to be
changed every 90 days)

Click the “log in” button

INTEGRITY

DEACON

a88 North Carolina
Office of the State Controller

sroup 2 agency employees will not be able to access
the BEACON Portal (Emploves Self Service and Manager Self Senvice)
untilthe second go-live on April 1, 2008, We encourage you to take
the ESS and M35 online courses at hitp: ey beacon nc gowvitraining



https://mybeacon.its.state.nc.us/

INTEGEITY

> !\)ﬂ[.rlﬂﬁlfl)\ Once you have logged into the system,
Offceofthe tate Controle click on the “My Staff (MSS)” tab.
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Universal Worklist

Following is the manager’s “Universal Worklist” screen.

From the “Tasks” tab, managers can view leave requests
to be approved.
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Iversal Worklist
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If you are ready to approve the leave request
click the “Approve” button at the bottom of the
page. If you wish to reject the request, click “Reject.”
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Review and Send
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If you are ready to Review and Send the leave request
to the final approval/rejection step, click the “Review”
button.



Final Steps — 2

Display and Edit Review and Send
*You will then come to the final
apprOval screen. LILY DESTINEY SINATRA has requested the following leave:
Type of Leave: Approved Leave
o |f you spot errors at this Date on Thursday, November 1, 2007
point, click the “Previous Duration 4 Hours
Step” button and make the Used: Vacation Leave: 400 Hayrs

corrections.
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If you are ready to approve the leave request, click the
“Approve Request” button. If the request has been rejected,
this button will read “Reject Request.”



Completed!

*You will then receive a
confirmation screen showing
the completed action.

« Make sure you see the note
“You have approved the leave
request.”

« The employee will receive
notification via ESS that the
leave request has been
approved/rejected.

3

Completed

i) You have approved the leave request.

You have approved the following leave request:
LILY DESTINEY SINATRA

Type of Leave: Approved Leave

Requester:

Date: on Thursday, November 1, 2007
Duration: 4 Hours
Used: Vacation Leave: 4 00 Hours



Manager Self Service (MSS).
Quick Guide

& Manager logs on to the MSS Portal.
U Manager accesses leave request.
& Manager approves or rejects request.

& Employee is notified of approval or
rejection via ESS
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